Central Pennsylvania Health Information Management Association 
President-Elect Job Description
Term

The President-Elect of CPHIMA serves for the term of one year immediately preceding the year to be served as President of the Association.  
Responsibilities

The major responsibility is to review and revise as needed the policies, procedures, job descriptions and quarterly duties of the elected and appointed Board members. The Past President is a voting member of the Executive Board.   
Qualifications 

The candidate must be an active member in good standing of CPHIMA. The candidate must have prior experience as an elected or appointed member of the PHIMA or CPHIMA Executive Board.
CPHIMA
QUARTERLY BOARD MEMBER DUTIES

ALL BOARD MEMBERS

The CPHIMA fiscal year is July 1 to June 30. New officers are installed at the June business meeting. The duties of officers and committee chairpersons officially begin July 1. 

Each CPHIMA officer and chairperson submits a report of their activities for each quarter to all members of the Board at least 2 days prior to the quarterly Board meeting. Reports are submitted even if there was no activity that quarter. 

PRESIDENT-ELECT 

The President-Elect of CPHIMA serves in any capacity designated by the Board or delegated by the President. The President-Elect presides at Board and/or Business meetings in the absence of the President. The President-Elect in an ex-officio member of all committees except the Nominating Committee. The President–Elect is a voting member of the Executive Board. The President-Elect shall have at least one year of CPHIMA Executive Board or Committee Chairperson experience. 

Job Duties/Procedures:
1. During the 3rd Quarter, prepares tentative schedule of all Board meetings/educational sessions for term as President and presents to and obtains the approval of the Board at the 3rd quarterly meeting. Presents schedule to the membership at the 3rd quarterly business meeting.

2. During 1st Quarter, in conjunction with the President, makes arrangements for each Board meeting and sends the schedule to the Board members via e-mail.   Assures that Website Chairperson posts the schedule on the website. 

3. Sends a reminder notice by e-mail to all Board members 2 weeks before each Board Meeting (to include reminder that quarterly reports, attachments, agenda, etc are to be sent to the Board members at least two business days before the scheduled meeting.). 

4. Sends reminder of meeting time and provides directions to meeting location to all Board members approximately two weeks in advance of the next Board meeting. 

5. During the 1st Quarter, serves as one of the Treasurer's book auditors (this is recommended for ease of transition to President). 

6. During the 1st Quarter, attends the Educational Planning meeting as arranged by the President to set forth a guideline for educational sessions for the year. 

7. During the 1st Quarter, updates and maintains the Calendar of Duties. Changes to be distributed at the 1st Quarterly Board Meeting. 

8. During the 3rd Quarter, prepares a budget with assistance of Treasurer for term as President and presents it at the 3rd Board meeting of the term and subsequent Business meeting. Projections are made on a fiscal year, reflecting the receipt and disbursement of moneys. 

9. During the 3rd or 4th Quarter, reviews the Strategic Plan with the President and updates the plan with changes as appropriate. Presents changes at 4th quarterly Board and Business meetings. 

10. During the 4th Quarter Works with Nominating Chairperson to: 

· appoint the Committee Chairpersons of all Committees for term as President

· obtain Executive Board approval and 

· announce the new Executive Board members and Committee Chairs at the 4th quarter Business meeting 

11. Appoints and calls for the election from the floor of two (2) members for the Nominating Committee at the 4th quarterly business/annual meeting of the term. 

· Nominations from the floor are called for during the business meeting. 

· Voice vote or written ballot may be utilized. 

· If there are only two nominees, they win by acclaim. 

12. During the 4th Quarter, sets goals for the association, assuring that they correspond with those set forth in the strategic plan and presents to and obtains the approval of the Executive Board at the 4th quarterly Board meeting. Presents goals to the membership at the 4th quarterly business/annual meeting. 

13. During the 4th Quarter, purchases gift for outgoing President and presents at the 4th quarterly business/annual meeting. 

14. During the 4th Quarter, attends PHIMA Annual Meeting. 

15. Attends/offers to be a volunteer and preside at AHIMA satellite conferences held within our region. 

16. Purges information regarding this board position following the CPHIMA Retention guidelines established and forwards purged information that is to be retained to the Secretary.
17. At the end of the fiscal year, submit to the Treasurer documentation for mileage reimbursement in accordance with the policy, “Board Member Mileage Reimbursement Policy.”  
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